Submit d.icense Registratighpplication(City, Fireor State License)

The ACA portal account must be created as the license holder (individual). Please do not create the
portal as the organization or company .

1. Login to our online portdior the licensed professional.
https://aca.sanantonio.gov/CitizenAccess/Default.aspx
2. Navigate to the General Information section. Select Create General Application.

e
Land Development  Building  Fire

Dashboard  MyRecords My Account Advanced Search

Welcome patricia.cavazos@sanantonio.gov
ou are row logord in.

What would you like 1o do today?
To ger staned, select one of the services isted below:

General Information

Lookup Property Information Create General Applications

Land Development

Search Applications Create an Application

Create an Application

Profile

Search Applications Create an Application

3. Accept DisclaimerClickContinueApplication


https://aca.sanantonio.gov/CitizenAccess/Default.aspx

Create an ESCrow ACCOUMN | AMend ESCTow ACCount(s!

m Land Development  Building  Fire

Dashboard My Records My Account ‘Advanced Search

Online Application

Welcome to the City of San Antonio Development Services Depanment's Online Permitting System. Use this system fram the convenience of your home or office. 24 hours a day u
+ Submiz and update information
- Pay fees
- Schedule inspections
+ Track the status of your applications.
« Prin: your final record

To get started you MUST:
= "Allow Pop-ups from This Site” - More information can be found at wnw sanantonio gov/dsd /BuildSAHelp a
= Accept the Ganeral Disclaimer below

‘General Disclaimer -

Al City of San Antonio web sites, including but not limited o the
Davelopment Sarvices Department Customer Portal, sanantonio.gov,
anantonio. gov/ IS, www.alamodome.com,
wiww.sanantoniocvb. com, www.visitsanantonio.com, mysapLorg and
saplsatlib.oous are provided as a public service. PLEASE NOTE tha users of
these web sites are responsible for checking the accuracy, complesaness,
currency and/or suitabilitv of all information. The CITY OF SAN ANTONIO

O 1 have read and accepred the above terms.

Continue Application

4. Select License Professionals.

Create an Escrow Account | Amend Escrow Accou

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Select a Record Type
Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
¥ Claim Your Record

¥ Escrow Account
¥ License Professionals

5. Selectf license registration type is City, State or Fire.



Create an Escrow Account | Amend Escrow Account(s)

Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
¥ Claim Your Record
¥ Escrow Account

¥ License Professionals
() City Licensing Application

() Fire License Registration Application _

() State License Registration Application

6. Select the license typgom the drop down options.

m Land Development  Building ~ Fire
Dashboard ~ MyRecords  MyAccount  Advanced Search
State License Registration Application
. Contact Application Document o
1 License Tye 2 Infommation 3 Intbrmaton 4 Information D ° ’

Step 1:License Type>License Type

*indicates a required field.

STATE LICENSE TYPE

License Type: . .



7. The Applicant information that displays on this page should be the License Holder.
Continue Application.

City Licensing Application

B Applcation .
! License Type 3 riormation 5 Review 6 7

Step 2:Contact Information >Applicant
If paying by "Escrow”, please ensure the "Escrow Owner” is listed on the application. If you are authorized to use this Escrow Account, please ensure you are
listed as an "Authorized Agent”.

*indicates a required field.

Applicant

To edit the Applicanti fon, use your A page.

Pat cavaos
patricia.cavazos@sanantonio.gov

Home phone:210-207-0000
Mobile Phone:

Work Phone:

Fax:

¥ Contact Addresses

To edit a contac: address, click the address fink.
Required contac: address ypefs)-Mailing
Showing 1-4 of 4
AddressType  Recipient Address Action
Mailing 1001 5. Alamo
Mailing 1901 Alamo
Mailing 1901 Alamo
Mailing 2568 Wastemn Avenue, Altamont

8. On the Contact Lisaddthe ale that is associated with thécense holder information.
Please use the Look Up feature.

BN |
m Land Development  Building Fire
Dashboard My Records My Account Advanced Search
City Licensing Application
1 License Type 2 Contact 3 Application 4 Document 5 Review 6 7
Information Information Information e

Step 2:Contact Information >Contact List

If paying by "Escrow,” please ensure the "Escrow Owner" is listed on the application. If you are authorized to use this Escrow Account, please ensure you are
listed as an "Authorized Agent".

*indicates a required field.

Contact List

To add a new contact, elick Look Up or Add New button.

To prevent a contact from Vi =

New Contact-Click “Do not recsive Email Notifications™ box

Existing Contact-Click the contact'’s “Edit” link and then ciick “Do not receive Email Notifications™ box

Showing 0-0 of 0
Full Name BusinessName  Contact Type Primary Phone  Fax E-mail Action
No records found.

4 L3

Save and resume later ‘Continue Application »



Look Up Contact

Type

—Select-- ¥

First Name Middle Name: Last Name:

Business Name
[ LANNAR HOMEY J— ]

Primary Phone: Secondary Phone:

m = canest

9. Select Type of Contact @ompany Name/Business Owneselect the Mailing Address.
Click Continue

Look Up Contact x
LENNAR HOMES

Address

1922 DRY CREEK WAY, STE 101




B

10. Select Continuépplication.
m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

City Licensing Application
Contact Application Document -
_2 e : [hmaten ! [mormaton S ‘ ’

Step 2:Contact Information >Contact List
If paying by "Escrow, " please ensure the "Escrow Owner" is listed on the application. If you are authorized to use this Escrow Account, please ensure you are
listed as an "Authorized Agent".

*indicates a required field

Contact List

To add a new contact, click Look Up or Add New button.
To pravent 3 contact from receivir ils:

MNew Contast-Click “Do not reseive Email Notifications” box

Existing Contact-Click the contact's “Edit” fi click “De i i box

ourtney.chappell@lennar.com  Edit Delete

Save and resume later Continue Application »

11. If applicable, select the type of worRlease note These options may look different
based on the license typ@lease note: State Licenses will have a question that

requires you enter the new State License Expiration Date.
12. ClickEdit Selected.

m Land Development  Building  Fire

Dashboard ~ MyRecords My Account Advanced Search

City Licensing Application

Step 3:Applicatic i Co

*indicates 2 required fisid

Type of Work
< >

Edit Solacted e

Save and resume later Continue Application »



13. Check the Selected option to confirm. Click Submit.

TYPE OF WORK

Please select one or more fype of work you will be performing. After selecting fypes of work, click the Edit Selected link.

*Type of Work being performed:

Additions

*Type of Work being performed:

Fences

14. The selected options change to YES.

L\, Step 3:Application Information >Contractor Information

*indicates a required field.

Type of Work

TYPE OF WORK
Please select one or more fype of work you will be performing. After selecting types of work, click the Edit Selected link

Showing 1-7 of 7

] Selected Type of Work being performed

O Yes Additions Actions v
O Yes Fences Actions v
O No Foundations Actions v
O No Minor Repairs Actionsw
O No New Homes Actions w
O No Pools and Spas Actions v
[} No Roofing Actions v

e -

15. Read and check the Certification Disclain(&y.



_@shboard My Records My Account Advanced Search

City Licensing Application

) Contact Application Document —
1 Licensa Type 2 Information 3 Informatio # Information 5 Review ° ’

Step 3:Application Information >Certification
*indicates a required field.

CERTIFICATION

This is to certify that |, hereby apply to the City of San Antanio for a[]
Residential Building/Home Improvement Contractor registration. |

ply with the of
Contractor registration ordi and any
thereto. | that jance of this
may cause of my Home Bui

Improvement Contractor Registration. | further understand that itis
my responsibility to obtain all proper building permits required for
i by myself or any ive of my company. |
will inform the homeawner of the City’s requirement to secure
permits and call for inspections.: *

Save and resume later ‘Continue Application »

16. The next 2 screen may not appear for all license types, but if they appesxer
qguestions or accept disclaimers.



City Licensing Application

) Contact Document -
1 License Type 2 |nformation # Information 5 Review B B

Step 3:Application |\ ion>Disclosures I

*indicates a required field

DISCLOSURES

Each ragistration whather

Entered a piea of guilty or nolo contender (no contest] toany () Yes ® Mo
felony charge or a misdemeanor involving moral turpitude :

B icted of a felony or a involvingmoral () Yes @ No
turpitude and the time appeal has elapsed of the Conviction Nas

been affirmed on appeal. :

Entered a plea of guilty or nolo contender (no contest or been () Yes ® No
comvicted of a fefony of misdemeanof aising out of  vioation of

the building code or local amendments thereto in the State

Texas whether or not said violation involves moral n.rpm.ae

Has lost o is suspended from home improvement or home builder () Yes @ No
privileges in any jurisdiction in Texas. Full disclosure includes an

interest in or ownership of any entity engaged in business of new

home construction or home improvements that has lost or been

suspended from home improvement or home builder privileges. : *

Any answer in ive will Advocate T 3t 210-207-0152. A failure to disclose shall be suficient grounds under Chapter 10-113 of the San Antonic Code of Ordinances.

Save and resume later Continue Application »

Step 3:Application Information >Code Of Ethics Information
*indicates a required field.

Code of Ethics

CODE OF ETHICS

Home BuilderfHome Improvement License Code of Ethics

1 will adhere to all of the following : * O

- Support the Servicas D mission by ensuring the health, safety, and welfare of the community by providing the highest quality service, materials, and techniques.
- Avoid practices that could be harmful to the public, including providing or installing any building materials, products or techniques that are known to be defective, substandard, or likely to cause harm.
~ Stay informed of changes of ordinances and codes related to building and safety standards related o your profession and industry.

« Always maintsin required i istrations, licenses, or

and provide proofto upon request.
- Always display faimess, truthfulness, integrity; and act in good faith in all business relationships with the ity and the public.

- Refrain from deceptive or dishonest behavior that creates an unfair advantage for your company or any other person, entity; or erganization.
- Negotiate openly and fairly with customers charging fair prices that are reasenable and in proportion with the labor and materials provided

- Utilize 3 written contract that details the services to be performed, limitations, fees, and adhere to the intent and details of the agreement.

- Mest all i in a timely manner.

17.You will be prompted to upload the copy of your insurance. Click ADPpléada copy.



This PC > Desktop >

der

m Land Development Building Fire

Dashboard My Records

My Account

Advanced Search

Following documents need to be uploaded:
‘Certificate of Insurance’

L

City Licensing Application

2 Contact
Information

Application
3 Information

Step 4: Document Information >Documents

Attachment

The maximum file size allowed is 80 MB.

htmlhtm;mht;mhtm| are disallowed file types to upload.

Name Type

No records found.

Size

*indicates a required figkd

Latest Update

18. Click Add again and Select the file you wish to upload.

MName

3] NCD Inspection activating even though ...
£ QA Responses from GSABA Mesting

=L Pagel San Antenio Lighthouse Seler

= San Antonio from 20-21 Certificates Ligh...
I35 MBP-31 Failing

=Hi Microsoft Teams

) GIS Issues

32 GIS Assignment

€] Training 12.14.20 Chat Room

~ O

Search Desktop

Date medified

12718

216 AM

2020 4:00 PM

/2020 2:13 PM

= ACA Online Guide for Permitting 1472020 10:17 ..
I Verbiage 2 12/14/2020 M
] Verbiage 12/14/2020 8:50 AM
r g
name: | ~| AnFies

Open

o
m @

ber=58&pageNumber=18icurrentStep=38&currentPage=0&Maodule=Licensing&isRenewa

Type

Microsoft Word C|
Microsoft Word C
Adobe Acrobat D
Adobe Acrobat D
Microsoft Word C
Shortcut
Microsoft Word C
Microsoft Word C
Microsoft Word C
Adocbe Acrobat D
Microsoft Word C

Microsoft Word C w
>

File Upload

The maximum file size allowed is 30 MB.
htmL:htmmht:mhtml are disallowed fils types to upload.

Cancel




19. Once uploade@t 100%, Click Continue

File Upload

The maximum file size allowed is 80 MB.
htmizhtm;mht:mhtml are disallowed file types to upload.

MNCD Inspection activating even though not

20. Select the TYPE of documentyou wish to upload. In this case, the Certificate of
Insurance is required.

2 ion S P
Step 4:Document Information > Documents
*indicates a required field

The maximum fite size allowed is 80 ME.
htmbhtm;mht:mhbtmi are disallowed file types to upload.

Name Type Size Latest Update Action

No records found.

Remave

Certificate of Insurance
Letter of Authorized Delegate
Proof of Continued Education
Other Document

Description:

o e



21.To upload additional documents, repeat the process abdhe. confirmation page will
showthe document(s) are uploade@ontinue Application.

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

[

City Licensing Application

: 2 Information - m ® E?::.Ln\"'ﬁ':l. 5 Review 6 Validate Fees 7

Step 4: Document Information > Documents
*indicates a required field.

Attachment

The maximum file size allowed is 80 MB.
i file types to upload.

Name Type Size Latest Update Action

NCD Inspection activating
even though not in NCD Certificate of Insurance 33237KB 12/16/2020
.docx

Save and resume later Continue Application »

Actionsw

22. Review your application



Step 5:Review

I
|

Save and resume later

Click the "Edit” i “Ca " bo move on.
Record Type

I} Custom Fields

License Type: Residential Builder Contractor

APPLICANT ALSC KNOWN AS: [ Edit |
Authorized Agent: No
Escrow Owner: No
Contact List Edit
Showing 11 0f 1
- -
Full Name: "—I Cantact Type "-l'. Fax E-mail Action
Company
LENNAR LENMAR - 20-403- .
B s Hame/Business  Z0-803-6200 gy courtney chappeliglennar.com  Edit
+ I
Type of Work
TYPE OF WORK [ Edit |
‘Eniooted ‘Type of Work baing performed
Yes Addions.
Yes Fences
Mo Foundations.
Mo Mincs Repairs
Mo New Homes
Mo Plocks and Spas
Mo Focfing
Certification

:
;'
i

This s be cactih bhab T harsh

e b b b AF Qe

23. Read the Oath and check the box that you agrl_v_ . By checking this box, | agree to the above

certification.

24. Click Continue.



The maximum file size allowed is 80 ME.

Name Type Size Latest Update Action

NCD Irespection sctivating

even though not in NCD Certificate of Insurance 33237HB 12M6/2020 Actionsw

docx

OATH: | sweear oF i that the statements comainad In this application, InCluding any atachments and relzted documents, to the best of my knowledge and bellef are true, comect, and complete. -

CERTIFICATION: | certify that | have read and understand the INStructions that accompany this application and that the staterments made as part of this application are wue, complete. and comect and that
no maverial Information has been omitted. By checiing the box below. | understand and agree that | am elecrronically signing and fling this application.

O By Checking this box, | gras 10 the above Cemnication. Dare:

Save and resume later ‘Continue Application =

25. The system will generate an application confirmation. Staff will receive and review your
application.You will receive a notification when fees are due, if applicable.

m Land Development  Building  Fire

% Dashboard My Records My Account Advanced Search

City Licensing Application

z 3 4 5 Review

@ Your application has been successhully submitsed. Phease prnE your record CoNfIFm3ation and resain a copy For Your records. An E-mail might atso be sent regarding YOur request.

Thanik you for using cur anling services.
Your Record Number is LIC-CTY-APP20-16300939.

You will nesd this number 1 Chisck ehe Staes of your application of to schedule/check results of INSpactions. PIGse print 3 Copy Of Wour recond and past it in-the work araa.

A licensed professional 15 now authorized w0 procesd with work at the designated location.

Yuurrecomqpemam-up Inspecton once work is completed. You may schedule the INSpection Now O rewmm to schedule the Inspection upon completion of the work. Choose “View Record Detalls™ w0
Schedute INspections, Check SEEts. oF make other updxes.



How to renew a City or State License in ACA

Licensed Professionals can renew their liceB@elays prior to expiration. The licensed professional will
receive a 3@ay email reminder. The licensed professional will also receive an email notification once
the license is expired.

Renew a licenseJgase log in to th&CA portal accourthat belongs to thdicense holder (individual).

26. Login to our onlingortal for the licensed professional.
https://aca.sanantonio.gov/CitizenAccess/Default.aspx

27.Go to the HOME tab and select MY RECORDS

28. Navigate to the Licensing Section and to viewords, click on the black arrow on the
left of LICENSING.

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Land Development

Amendments

Showing 1-10 of 16 | Exportresults | Add to collection

] b Record Number  Record Type ipti Project Na irationDate  Craated By Saus Action Short Notas
LIC-CTY-APP20-  City Licensing ; . !
[ osrarzoz0 D5 e HIC-20-00517 patricia.cavazos@sanantonio gov  Closed
City Home .
LIC-HIC-LIC20- . ) i Renew Application
D6/24/2020 Improvernent HIC-20-00517 D6/24/2022 patricia.cavazos@sanantonio.gov  Active
] 16000517 improvement Amendment
LIC-CTY-APPIS-  City Licensing
O wweae  LECTH e REC-10-01402 peavazoslo Closad
O wnene HoRECLICIS B Comtonct REC-19-01402 1201772021 avazos19 Inact
17201402 Lorg ontracter : pe nactu=
O wweane  LSETEA- Ep“gzﬁ“"‘-‘ DMC-19-01403 peavazosld Closed
[ tmeng  HEDMCLICS:  CityDemoition DMC-15-01403 1211772021 peavazasla Inactive

29. Locate the license you need to renew. Click on Renew Application.

Licensing

Showing 1-10 of 16 | Export resuks | gy w0 collection

D Date Record Record Type riptis il iratis Created By Staws Action Shaort Motes
LC-CTY-APP20-  City Licensing . - ]
[ o420 o7 e HIC-20-00517 patricia.cavazos@sanantonio.gov  Closed
City Home . ’
LIC-HIC-LIC20- . N . Renaw Application
[} osmzaiz0z0 Improvement HIC-20-00517  DE/24/2022 patricia cavazos@sanantonio.gov  Active
16900517 Contractor License Amendment
LC-CTY-APP1O-  City Licensing .
O wmweow s e REC-19-01402 peavazosl9 Closad

LIC-RBC-LiC1g- Sy Residential
D 12/17/2019 17201402 Building Contractor RBC-19-01402 121772021 pcavazos19 Inactive

lirense


https://aca.sanantonio.gov/CitizenAccess/Default.aspx

30. The next page is read only. Simply verify the license you are renewing.
31. Continue Application.

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

City Licensing Renewal Application

Property Contack Application Document .
1 nformation 2 Information 3 \nformation # Information o e - ’
Step 1:Property Information > License Type
I} *indicates a required field

License Type

TYPE OF LICENSE REGISTRATION

-
License Type: Home Imgrovement Contractor -

If no changes are required, please click "Continue Application”

32.The nextsection isreadonly.A YL @ OSNATFEe G(G(KS fAO0SYyaSR LINE

33. Continue Application.

*lindicaves a required fleld.

To edir the Applicant infommaton, Use your Account Management page.

Pat cavaos

patricia.cavazos@sanantonic.gov
Home phone-210-207-0000

Mabile Phone:
Work Phone:
Fac
¥ Contact Addresses
T 8di1 3 CONGECT U0ress, ClicK the 3adress Ink.
R8QUIMGD CONTECT 300655 Ypa(s):Malling
Showing 1-4 of 4
Address Type Reciplent Address Action
Mafing 1901 5. Alamo
Maning 1901 Alamio h
Maning 1901 Alamo
H’lm 2568 Western Avenue, Altamont

Copy Applicant Contact Information

APPLICANT ALSO KNOWN AS:

fCheck all har apply)
Authorized Agent: O
Escrow Owner: (m]

If o Changes are required, please click "Continue Application”

e e



4.¢KS ySEG aSO0GA2y Aad NBIR 2yféd {AYLi& OSSN
35. Continue Application.

36. The next section is read only. Simply verify the licens@dpiS a & A2y | £ Qa Ay F 2 NX
Please note Type of Work options may look different based on the license type.
37. Continue Application.



